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SUBJECT: 1997 Year-End Closing Procedures 


Response Required? X Yes 


Date Required: Monday, December 22, 1997 


DISTRIBUTION: 
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____ RBM its Sales Rep 
X ROM Retail Rep 





Objective: Communicate 1997 year-end closing procedures. 
Purpose: Ensure that accrual procedures are understood and system cut-off dates are met for 1997 


year-end closing process. 


In order that all expenses incurred in 1997 business are properly recorded in the company’s records for 
1997, certain procedures and timetables are required to be met as outlined in this letter. There is no 
need to expedite actual cash payments to record the expenses Into 1997 business. TPS payment 
requests and invoices should be processed in the normal flow of business so as not to cause 
unnecessary early payment. 


If a 1997 expense is incurred but will not be physically paid until 1998, it can still be recorded as a 1997 
expense using the attached year-end DISCOUNTING AND REPORT V ACCRUAL FORMS. Please e- 
mail these forms to the Financial Services Contact (listed on page 3) by 12:00 Noon EST, Monday, 
December 22, 1997. The accruals submitted should represent only those expenses normally processed 
through the ROU by type of expense and dollar amount. It is not the intent of these procedures to request 
expense accruals from Sales Reps and Retail Reps but to STRONGLY encourage them to record all 
activity through year-end and communicate this activity by January 4. Your assistance is needed to 
ensure that all timetables are met and communicated to Region personne! as necessary. 


Disbursements Accounting Cut-Off 


All Office Expense Invoices and Accounts Payable Voucher Request must be property approved and 
received by Disbursements Accounting in Winston-Salem by close of business Tuesday, December 23, 
1997 to be processed as 1997 business. Any on hand 1997 invoices that which cannot be processed by 
the above date should be included on the year-end REPORT V ACCRUAL FORM. These invoices 
should be processed under normal procedures, but not released to Disbursements Accounting until after 


January 1, 1998. E 


Sales Expense System Cut-off 


The Sales Expenses System will be available on Monday, December 22, 1997 to enter bi-weekly 
expense reports for the period ending Sunday, December 23, 1997 Expense reports must be keyed by 
4:30 P.M. EST, Wednesday, December 31, 1997 to be included in 1997 business. Please make every 


effort to get as much of this information into the system as possible. 


- Part-Time Labor Expenses 


The new automated Labor Reporting System will be available on Tuesday, December 23, 1997 to enter 
Part-Time Labor hours and mileage. The hours and mileage must be entered by 12:00 Midnight EST 
Saturday, December 27, 1997 to meet the deadlines established in LRS. 





LEL9 THBTS 





Calt Reportin 


All Call Activity during the week ending January 2, 1998 must be communicated on the last day worked 
during that week or no later than 12:00 Noon EST, Sunday, Janua 1998. 





SIR'S § 
All 1997 handheld codes will not be available to all Reps after January 2. However, they will be 
available to ROU's until March 31, 1998. When making payments against 1997 aceruals, use 1997 
designated handheld codes and update activity as normal. a isa chango from the ye we ge 


handled accruals in the past.) ') | t ora? as A wae 


Temporary Payment System (TPS) Cut 





The Temporary Payment System cut-off will be 4:30 P.M. EST, Wednesday, December 31, 1997. 
keera Due IP > Oo nat pap eny dtrese iu TPS. 


Discounting 





. Large chains apta do A ceama me bia) be submitted by the accountable 
ROU (US tun 


+ The accrual form should include the a payment types: 
e Full Price Gap , 

RJR Match 

Savings Ceiling 

Monarch/EDLP 

Best Value/EDLP 


° All payments made in 1998- for 1997 accruals should be processed through the 


A ROU using "1997" TPS códes. 


* RJR Match activity recorded on the year-end DISCOUNTING ACCRUAL FORM 
should be paid using 1997 handheld codes and the activity should be updated in 
TPS when the payment is actually made in 1998. 


Non-Discountin 


e All Retailer Match activity should be entered by Wednesday, December 31, 1997. 
Anything entered after that date in the handheld will be recorded as 1998 activity. 
The ROU will be able to record "1997" Retailer Match activity under M72 through 
the first quarter of 1998, 


+ Report V Accrual Procedures 
Any Report V expenses incurred but not paid in 1997 such as Value Added/DPC, 


Employee Business and Offica Operating which are not processed through TPS or 
Disbursements Accounting by the dates indicated above should be accrued. Any 

1997 expenses should be included on the attached REPORT V ACCRUAL FORM. 
(4-Digit Rpt V Class Code example - Value Added is 9217) 


It is very important that the year-end DISCOUNTING ACCRUAL FORM and REPORT V ACCRUAL 
FORM be used in the Excel format. Please complete all information on the form but do not change any 
information or cells highlighted in red. Multiple copies of the form are included on the file. Completed and 
approved forms should be retained at the ROU and E-Malted to your Financial Services Contact by 12:00 
Noon EST, Monday, December 22, 1997 so that the Excel! file can be used to further 
consolidate/analyze this data. 


BELI TPBITS 








Financial Services Contacts 


Questions regarding these year-end procedures can be addressed to any of the following: 


Anne Cullip (NESA)* Ext. 1401 
David Rzotkiewicz (SSA)* Ext, 7825 
Kathryn Noxon (WSA)* Ext. 2559 
Rick Cornett (MWSA)* Ext. 0168 
Kathryn Premo Ext. 2689 
Doug Martin Ext. 1826 
Cindy Carlin Ext. 3077 


* should be the primary contact. 


: R. J. REYNOLDS TOBACCO COMPANY 
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KEY DATES FOR YEAR-END CLOSING 


Action 
Activity Key Date(s) Required Comments 
12/31/97 


SR/RR/DM/ ISES Cut-off Last day to input exp. reports to System available Dec, 22, 1997 
KAM/AM SES : 


Discounting/RJR Match Last day activity can be entered 1998 payments against 1997 accruals 
Activity into TPS processed through ROU using 1997 
TPS codes 


after 12/31/97 ¡Submit to ROU 1997 activity > $5000 


entered on DISCOUNTING 
ACCRUAL FORM 


Retailer Match Activity 12/31/97 Last day activity can be entered ROU can record 1997 Retailer Match 
activity through 1st Qtr. of 1998 


Call Activity 1/4/98 Last day to communicate activity 
for week ending 1/2/98 


Report V Accruals Last day to submit REPORT Y 
ACCRUAL FORM to Fin. Services 
contact 


Last day to submit DISCOUNTING 
ACCRUAL FORM to Fin. Services 


contact 


Office Expense Invs. 12/23/97 Last day to submit invoices and A/P 
& AJP Voucher Request * vouchers to Disb. Accounting 


after 12/23/97 [Any 1997 invs. to be included on Do not send invs. to D/A until 
REPORT V ACCRUAL FORM 1/1/1998 


TPS Cutoff Last day to enter payments into 
system 


Part-time [Labor hours and mites Last day to input labor hours and LRS avallable Dec. 23, 1997 
L | MA 4 mileage into LRS 
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1997 YEAR-END DISCOUNTING ACCRUAL FORM 





REGION # 


FULL PRICE == = 
Division GAP/BASE RAC RJR MATCH 
A of Account Cartons A Cartons | Dollars pe 


S, doa rr 











. 


APPROVED BY: 


i TATA 


* Note: If an individual amount exceeds ROM approval authori 


TPL CPETS 
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„Cartons | Dollars 
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APPROVED BY: 


1997 YEAR-END REPORT V ACCRUAL FORM 


REGION 4 


4-Digit RPT V 
Name of Account Type of Payment Class Code 


Regional Operations Manager 





Division 
Number 









Amount of 
Obligation at 12/31/97 
{leave as formatted) 







FSC-172-A 











1997 YEAR-END REPORT V ACCRUAL FORM 

























REGION # _12xx 51842 6743 
VAP - 4-DIGIT CLASS CODE: 9217 
DPC - 4 DIGIT CLASS CODE: 9219 Frank Perez 
Amount of 
Division Obligation at 12/31/97 
Name of Account Type of Payment Number (leave as formatted) 
1244 5000.00 
500.00 
500.00 
1500.00 
1244 300.00 
1000.0 
700.0 
1244 1000.00 





700.0 
1000.0 
1500.00 

700.00 





APPROVED BY: 
Regional Operations Manager 
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1997 YEAR-END DISCOUNTING ACCRUAL FORM 

































REGION + 
= 51842 6744 
SE TE 
ES ea Es 
PA E ees o FULL PRICE To SAVINGS | 
EE | 








| # | Name of Account Account #| Cartons | Dollars | Cartons Dollars Cartons | Dollars 
| 4240 | Amerada Hess Corp. | 420565 | 13206 |s 206832]  14s0]s 20555]  «so00|s 9600000] 195,718 

















| 1240 | Quick Chek Food Stores | 574890 | —aose|s  isarz| —sioz[s sosa]  12s0[s 250000] 15,478. 
| 4240 | Foodarama ShopRite | 793261 | oT | zaszis  1s7oa|  sow|s 800000] 11,852 | 
| 4240 | Village Supermarkets | 667042 | —esez|[s 13104] azuis 9,408 5,000 
| 1240 | Shop Rite Supermarkets | 317696 |  zss3]s szos]  z1ee[s 4335] 2000]5  4uomoo| 7,019) 
| 1240 | InserraShopRites | 771450 |  asmjs 17,968]  esis|s 13,230) 3000/$ 600000] 18,599 | 
| 1240 | Glass Shop Rite | 608916 | 2801)$ 6,202} 2.470} $ 4940] 4,000|/$ 300000] 9,071 | 
| 4240 | Ronetco Shop Rite | 534601 | asre[s assi]  zsow[s 8205] 5000]$ 1000000] 12,177. 
| 1240 | AndyK's Dairy Deli | 425205 | 1|s Ta]  z6[s suo] 120]$ 24000] 147] 
| 4240 | PathmarkStoresinc | 7160682 | [CT T Temos +Zo0000] 6,000) 
| 1244 | Duane Reade [688882 | sooo|s wooo] | | sols 240000] 5,800] 
| 4244 | Country Convenience | 036705 | sojs o) "| ë | arsIs  o%w| 485] 
[1244 | Buckley Gas | 461406 | «2fs č č č ss] To vols mos0| 512] 
| 4244 | Friendly Service | 546972 | Tra]s č _— we] č č ě | — —ć [  "ws[s zoo] 921] 
ee A E E PT E RSS 
RR AA SS a ER VESES 
A SM CAs ll 
ES ES GE ger AAA ie E O 
Essas checo RES SAESR 
A AA E O ree ee el O 
CE AAA O OA A E PEA REA E 
A AA e A TA E PA e 
SE AAA le a ee 
PE TRAE MT E EE E) SES CU TEA ME 
E EIA ETA MO PEA, DA VR NE EC E 
EA SAS MO Li FAO A ETT A E a a 
Pe a A AS E A lo As A 
A A Es ESTES ee eee Sa 
SE TOTALSÍ 174,092 | $ 348,183.00 | 46,426 | $ 92,856.00 $ 159,890.00 | 300,063 
¡E AAA ETS ME ISE: VES: EEE VARIOS 
HS PAE ns ESSES 
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eeds ROM approval authority, authorized level must approve. | fT 
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51842 6745 











1997 YEAR-END DISCOUNTING ACCRUAL FORM 


REGION # 51842 6746 
AN A A IA A 
¡EN 


[= e ES: 
[e | FULL PRICE SAVINGS VA 
Divison} — Gano | ra 
# Name of Account Cartons| Dollars | Cartons | Dollars 
| 1240 | Amerada Hess Corp. | 420565 | 132916]5 265232] 14800|s 29595] 48,000 | $ 5600000] 195,716 |5 391431 
| 1240 | Quick Chek Food Stores | 574890 | “oox|s s2072} — siez[s 103804] _1,250]$ 250000] 15,478 | 30.356] 
1240 | Foodarama Shop Rite | 793261 | |" zssz ts 15,708] 4,000] 8,000.00] 11,852]5 22704 





| 





|_1240 | Village Supermarkets | 667042 | ¢,sez[$ 13164]  ar04]s 0,408] 5000]$ 10,000.00] 16,286 |s 32572] 
| 1240 | Shop Rite Supermarkets | 317696 | 2es3[s szos] 2166] 4335] 2,000] $ 4,000.00]  7,019|s 14041 | 
| 1240 |  inserra Shop Rites | 771450 | som|s 17,968! 6,615] 13230] 3,000]$ 600000] 18,599 |s 37.198 
| 1240 | Glass Shop Rite | 608916 | 2601/s 5202] zao)s ass!  4,000/$ 500000) 9.07115 18142] 
| 1240 | RonetcoShopRite | 534601 | «sre|s os]  2601]s 5205] sooo|s 10,000.00| 12,177 1s 24,350 
Andy K's Dairy Deli | 425205 | als ___2|  zels sioo] — 1z2o|s 28000] — 147 |s æ 
1240 | Pathmark Storesinc | 716062 | — | J — [o f  sowls izo] 6.000 |s 12000. 
E A EA ASA EA ÁS SETA E SN AS EA 
APO ee NO OA A O ee E: E VS A 
EEN ESA E O AV A A E A A CES 
PA EE EA VO DEZA ME ll AS VETO EA 7 
== =| PAN HERA TA A O E RE 

A dl 
A SO A E AO A NE, AS VES ETA 
A A Sp E A 
A A AA et i ee ee 
PEE TN AS, E TEA Pet A Sees RE O AA 
Cao A AS MAA O A 
RH NAAA ES EN FA EE SRA A A a 
SA AO E SEE. DEVE CRE 
SN A AA A A NO OE A TE E CARA 
E FEA E E ME EA OO A PEO DT COPE 
Essa SE RSS EA PTA ER TAE A 
HA Cel INTO TAE: PES ERGO PE VAS CI 
1 —>>— oras sas [risos ee oe eee ee ee E 
Lo do À TOTALS] 167,549 [$ 335,097.00] 46426 [$ 02,856 | o 78370 |S 156,740] 292,345 |5 584.693 
Ela: SA eg ¡E SALADA, DE EIC ETA EA 

NENAS: DIE SS RESTO [VIO TARTA, CIA AE! ES AR 
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* Note: If an individual amount exceeds ROM app 
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1997 YEAR-END DISCOUNTING ACCRUAL FORM _ 
DO 


Service 


Friend 
‘if an individual amount exceeds ROM approval authori 
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| 124462|Country Convenience | 


Rice 








